Lodging a new Application

Overview

Introduction This chapter explains how to complete and subméwa application for legal aid.
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Introduction

Application
status

New
Application

View and
Edit

When you complete a new application for legal galy usually save it and submit it straight awayhsd Legal Aid NSW can
assess it and make a determination.

However, in some cases, you may be waiting foh&rrinformation from your client and so may notaiéde to lodge the
application straight away. In these situations, gan save the application with as much informaéistyou have to hand, and then
complete and submit it later.

An application remains in Draft status until itSsbmitted.

The New Application menu item allows you to createew application from scratch.

This option allows you to view, edit and submittaexd application, or view a submitted application.

@ Legal Aid NSW can only process an application once you
submit it.

Note that Legal Aid NSW cannot process applications
that you save but do not submit.

You have 60 days to submit an application once you have
created and saved it.




Introduction, Continued

File ID

Extension
ID

When you create a new application, @mants Online system will File 1D 09F009626 ALICE WONDERLAND
assign it &ile ID. Use this number to locate and track the Extension 0

application throughout the entire application pssce

Along with theFile 1D, theGrants Online system assigns an Example

Extension ID whenever you save an application. Exéension
ID acts as a sequence number for the different résjtedating to
an application for a grant of aid.

When you create the original application, the
Extension number will be zero (0). If you need to
request legal aid for further work, you will need t
lodge an extension to the original application. In
this case, the Extension number for this next
request will be one (1), and so on.




Completing a new application form

Application
templates

Client

Grants Online offers a number Create Application Request

of different application
templates depending on the
area of law and the type of
application. Select the
application type that is
appropriate for your case by
clicking on the name. This will
ensure that the appropriate
guestions for this matter type
are added to the application
form.

Q Please contact the Grants Support Desk on (02) 9219 5999 if you have any questions about using Grants
Online or completing any of the web forms

Select Application Template

Please select the area of law from the list below.

@ For more details see Policy On Line. The policies set out the types of matters for which legal aid is available in
criminal, family and civil matters.

() CRIMINAL LAW

& Criminal Law State - Summary Crime {Adult)
» Criminal Law State - Children's Court Crime
e Criminal Law - Appeals

(%) FAMILY LAW

s Family Law Commonwealth - Family Dispute Resolution - Early Intervention
& Family Law Commaonwealth - Independent Children's Lawyer

(%) CIVIL LAW

Civil Law - Mental Health

Civil Law - Mental Health (Means Tested matters)
Civil Law Commonwealth - General

Civil Law Commonwealth - Weterans

Civil Law State - General

Search for the client to see if
they are on record. If they are
an existing client of your firm,
their details will be
automatically inserted into the
new application form. If no
client record is found, you will
need to create a new client.

Create Application Request [ssarch | [Cear | [ new cliert |

) Please contact the Grants Support Desk on (02) 9219 5999 if you have any questions about using Grants
Online or completing any of the web forms

Search for Client

First Name / Surname
Client ID

Date of Birth

Gender

Suburb or Town

State




Questions

Applicant
details

The number of questions you will answer dependhertype of matter for which you are applying. hdiigh not every section
will appear in each application, the various sexgiare outline below.

The Grants Online system will guide you throughdbelication and display error messages if any ratomg information is

missing or inappropriate.

The applicant details are collected on four lakktebs. To
move between the tabs, click on the arrow, or tiyem the
required tab.

(&) applicant 1

Fersonal Details | Additional Details | FAP / Dependants | Income | Assets

Title® =

First Mame* |

Middle Marmes I
Surname® |
Gender* I ,I
Crate of Birth* |
Home Address Postal Address
Fran if you are in custody fezve blank i same a5 Home Address
= =
Edit Clear Edit Clear

Are you currently homeless?* O -

Would you prefer to be contacted by IYES l
email?¥ =

Ermail Address I




TheGrants Online system will use information entered in the l@ applicant 1
Income and Assets section to automatically caleulze means
test. You will see the outcome of this calculatiomhe Means

Personal Details | Additional Details | FAP / Dependants | Income | Assets

Title* I .I

test outcomepage later. First Name* ,
Middle Mames |
. . i . i . Surname® |
Note: If you are intentionally leaving out informatitbecause it | cenger =
is not currently on hand, you can still proceeth®sremaining Date of Birth™ |
pages of the application form, despite the errossages Home Address Postal hddress
. - Kan b pol ara \h CUETody azra Rk W Fane a5 amne Fas s
displaying at the top of the page. - |
[ [
Edit Clear Edit Clear
Are you currently homeless?* O -

Would you prefer to be contacted by IYES ,l
email?¥

Ermail Address I

Entering To enter or edit an address, click Edit. You Wwéltaken to

addresses another screen. Address Details
Australian Address:
address Format |ST.°.NDP.RD LI

Choose the appropriate address format from the doom list. | 25" =" :

Uni/Fiat PO BOK
Street Number gio BOx
Street Name/Other LOCKED BAG I LI

PRIVATE BAG
Suburb/Town CARE PO A state [ 7] posteode]
D Exchange COMMUNITY MAIL AGEMT
COMMUNITY MAIL BAG
COMMUNITY POSTAL AGENT
(¥) International Addr{ms

RMB
ROADSIDE MAIL SERVICE

O|-<I Cancel I ROADSIDE DELIVERY

INCOMPLETE




Address Details
Choose the street type from the drop down list. Australian Address:

Address Format |STP.NDP.RD =l
Address Line 1 [ |

Address Line 2 [ |

Unit/Flat |3—
Street Number |39—
Street Name/Other [araverley I LI
Suburb/Town I aﬁm Postcodel_
O+ Exchange [ | qh gg
AVE
@ International Address: Elﬁlé(
BVD
ok| _canes! | cer
CRES
CT
DR
ESP
GR

H'oy’
LME
FDE

PL
=Q
TCE

You may type in the suburb and postcode or useitfidist to Select a Suburb/Town S| seorsh | cose |
choose them. Criteria
. L . Suburb/Tawn llike x| [NEWTOWN

Click on the picklist icon to bring up a searchessr. Enter the ... =
suburb and click Search. If there is more thanroath they Search Results
will all be displayed. Click on the correct optitmcontinue. Suburb Town Pastcode State

HEWTOW N 2042 NS

BJE W T T 3z2z0 WIC

BE W T T 3351 WIC

ME W T 4305 QLD

HEWTOW N 4350 QL.




Then click Ok to return to the application form.

Note: Enter postal address details only if théfedfrom the
home address.

Address Details

Australian Address:

&ddress Format
Address Line 1
Address Line 2
Unit/Flat

Street Mumber
Street Mame/Other
Suburb/Town

|sTaNDARD

| & ERLEY

[MEWTOW N

D Exchange [

(¥) International Address:

[sT =]

4, State INSW -] Postcodelﬁ

O_kl CanceII
Navigating  There are two ways of navigating between the sestad the
around the  application form.
application ; ; Prewvious Mext
fcf)rrr)n You can click Previous or Next at the bottom of plage to

move to the next or prior section.

Or you can use the menu to move directly to any stehe
application.

You can jump around without following the step®mer, but
note that if you change answers, such as the nattehearing
type, you may have to answer other questions agéirs is
because the application form is interactive, arap&giwith
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@ Applicant details

Q Verification of Means
2 Means not verified

@ Matter & Court details
@ Means test outcome

(2 other party details
&2 Family Law details

Q Children's Matters

Q Property Matters

&) Checklist: Solicitor Fees
&2 Checklist: Disbursements

Q Scope of wark

Q Applicant declaration
&2 Practitioner certification
@ submit

@ subrnitted




different questions depending on the information poovide.
The blue arrows indicate that you have not yeteasthat step.
Green ticks indicate that you have completed thp. st

Red crosses indicate that you have visited busactessfully
completed the step. Means not verified

Sometimes yOU may be directed to paSS by a queﬂhmh iS @ This step is not applicable far your application. Please select Mext page.
not relevant, for instance the verification of mgan

@ This is the primary matter,

Matter In this section you se_lect the matter group ane typd enter Matter Group CRILDREN =

group and details of any upcoming court appearances. Matter Type LIVE WITH =

type I_ " (EEE%F{EC:EQ:EENS%%TRTEEHILD ABDUCTION)
'q_ddl 1 mnore mater INDEPEMDENT CHILDREMN'S LAWYER

LOCATION / RECOVERYT ORDER
SPEND TIME WITH

To add another matter, click the Add button. If y@ave more — —

than one matter to add, you can enter the numheirel in the ’id L_|meremener®
box before clicking Add.

Nominate one matter as the primary matter by atigkheThis

is the primary matter button.

‘ & Please choose the appropriate matter group and then matter type

What Matters does this application concern?

Note:
. Thiz iz the primary matter.
If you need to delete a matter group and typek che O " S
|E| Matter Type EXPLOSIVES OFFENCE
Delete button. Flea
CIER / CAN

OThis is the primary matter.

Matter Group BETTING / LIQUCR / PORNOGRAPHY / PRI
9 Matter Type LIQUOR SUFFLY OFFENCE

Plea

CIEP / CAN

Add]| 1 more matter(s)



Court
details

If there are no court proceedings, selatfrom the drop-down
list and continue to the next step.

Otherwise selectes — Currentor Yes — Intended,as required.

* Answer the additional questions that display by:

— Typing the nexhearing dateand theCourt
Proceedings Numberinto the required boxes

— Selecting the remaining answers from the corresipgnd
drop-down lists.

If you need to add details of another court prooegs] click
the Add button, and enter the details accordingly. For
example, if there is a mention in one week andaaihg in
one month, add two sets of court proceedings.

Continue to the next step.

Provide Details of the court proceedings

When is the next hearing date?

Which court/tribunal do you have to
go to?
Where is the court/tribunal?

What i= vour role in these
proceedings?

What type of hearing is it?
Court Proceedings Mumber

Type of orders sought

1 mare court proceedingls)

10




Means test
outcome

TheMeans test outcome page will display the results from thel T T

means test that ti@ants Online System has automatically
calculated from the information you entered eafthekpplicant
details.

If you wish to ask for discretion in relation towcclient's
eligibility under the means test, or regarding¢batribution
levied, select Yes from the drop-down list and ettie reason
into the box provided.

that you must pay.

this page.

@ This page sets out your eligibility for legal aid based on the means test and also the amount of contrit

Click here to see details of the means test including allowable limits and deductions.

In exceptional circumstances, Legal Aid may exercise discretion to grant legal aid to a person whose r
exceeds allowable limits, or to reduce the amount of a contribution.

If you are asking Legal Aid to exercise discretion, you must set out your reasons for asking for discret

If you have previously asked for and been granted discretion regarding eligibility or contributi
this file, and the applicant’s financial circumstances have not changed, you do not need to asl
discretion again. If you do request discretion where discretion has previously been exercised
same circumstances, this may slow down the processing of the extension.

Eligibility

Eligibility on Income ELIGIBLE
General Asset Eligibility ELIGIBLE
Cwerall Eligibility ELIGIELE
Contribution

Caontributicn on Income $75
Contribution on Assets 3

Total Centribution §7

Request Discretion

Are you requesting discretion?

Provide the reasons for requesting discretion

Specific
legal
questions

Specific legal questions will be asked in relatiorthe matter
type chosen.

& B. Summary Crime Qs
&) Co-accused Details

e Checklist: Professional
Fees

& Checklist: Disbursements
e Scope of work

@ Applicant declaration

&) Practitioner certification
© Submit

© Eubmittes

SCAl - * Were these proceedings commenced by the police?
If proceedings were commenced by the police then please ensure you have entered the CAN n

!

SCAZ - * Does the offence carry a term of imprisonment?

J

SCA3 - * Is the offence a motor traffic offence?

J

SCA4 - * Are you applying for aid to apply for, or defend an apprehended vi

J

11



request any disbursements.

PCD1 - ["iLocal Court - Representation to defend criminal proceedings up to 1 di

PCO2 - [ Local Court - Representation to defend criminal proceedings more tha

PCO5 - [ Local Court - Representation for a sentence hearing up to 1 day

PCO6 - [ Local Court - Representation for a sentence hearing - 2 days or more

PGC21 - [ Preparation & Disbursements - Including the initial solicitor/client con

Local Court - Representation to defend criminal proceedings more than 1 day

Scope of This is a summary of the scope of work you haveiested.
work Where any of the work items are unit based (egnab@u of COURT TIME booo | pars
hours or days) you must specify the number of ytsare
Seeking_ Preparation % Disbursements - Including the initial solicitor/client conference

DISBURSEMENTS GEMERAL
PREPARATION

Medical Report

MEDICAL REFORTS 0.000 DOLLARS

12



Applicant
declaration

Practitioner
certification

You should retain a copy of the application sighgdhe client.
Enter the date the client signed the applicatiotherelectronic

form.

Where you as the practitioner indicate your detailg certify
that the application satisfies relevant Legal NSWfitrtests and

policy guidelines.

If you wish to assign the application to anothenfiindicate
this at the Nomination of Service Provider questaod select

the practitioner's name using the pick list.

Keep a signed copy of the form on your file.

13

Applicant Declaration

Practitioner Declaration

Payment of Fees

Hawve you or any other person paid I:I
any of your legal fees for this case?

Nomination of Service Provider

Do you want this application to be NG
assigned to ancther law firm? D

Applicant Declaration

1, JACK HARKNESS, of

declare that all the information I have given is true and correct,
I understand that it is an offence to

» fail to provide information which is relevant to this application for Legal Aid
= provide a document to Legal Ald NSW that is false or misleading
« make a false or misleading oral or written statement in relation to this application

Applicant's Signature

Date

tify that the applic
fying that you hav
nt's matter is suitable

ution, you are
nd that the

@ Please note that if you choose merit not satisfied and/or policies and guidelines not satisfied then the
application will be refused. For the application to be assessed by Grants staff please choose "discretion
required".

LIVE WITH *

Merit Cutcome

Guidelines Cutcome

Qutcome Reason

[~]
[~]

PRACTITICNER ASSESSED [~]

wn

* Primary matter.

I {practiticner's name) ‘-‘4

of the firm
of address

CERTIFY as to the following:

A. The application does not meet the merit test

B. The matter does not come within Legal Aid NSW's policies and guidelines

C. If the application is subject to the means test

» The applicant has produced verification of means documents in accordance with Legal Aid NSW's Means Test Guidelines and copies of tf

documents are stored on the applicant's file, or
» The applicant has sought a waiver of verification of means, or

» The applicant seeks an extension of a grant of aid and there has been no change to the applicant's means.

A hard copy of this application signed by the applicant and myself is retained on the applicant's file. (NB: the applicant is not required to sign

child representation matters or for extensions.)

Bractitioner's Signature

Date

Practitioner's Reference




Saving the
application

Attaching
documents

The application can be saved at any time as lonlgeas
minimum details have been entered. The minimuraildefor a
save are contained in the first two tabs of thdiegpt details.

When you save an application you then have 60 itawhich to
submit it. If you have not submitted it after 6dyd, the
application will be deleted from the system.

Some application templates allow you to attach dwants to
submit as annexures.

If attachments are permitted on the applicationplate you're
using, the box shown at the right will appear updting
Submit.

To attach a document, click on Show File UploadaAre
The File Upload Area displays. Click Browse ane @hoose
file dialogue box appears, allowing you to find aastect the

file you wish to attach.

Choose Add Another if you wish to attach more thaa
document. Then click Upload File.

If you want to amend your attachment click it button.

[

14




If you want to delete your note, click tDeIete button.

Note: Once you have saved your attachment, yonatan
delete it.

Click Continue to submit
the application.

@ Tip: Do not attach documents to your applications unless
the information is essential for the determination of the
< grant of aid. Otherwise your application could take

slightly longer to process.

Submitting  Click theSubmit button.
the A message will display at the top of the pagejrsgahat your ]
application has been successfully submitted.

application
?)/Ir?r\:\t/ and QB I(élppllcatlon can be viewed and printed in ‘flatmat or as a Update Application Request X EEm) mum g s

Family Law Commonwealth - Children and/or Property and Maintenance - External

File ID 09F007 564 Status DRAFT
Extension 1] Submitted by

15



Notification A notification is received in your inbox once thgpécation has Inbox
been submitted successfully.

Unread Messages: 33 of 39
[~ status Document Attachments Date Receive
r READ APPLICATION APPROVAL TO ASSTGMED SP 21/03/2009 13
FPERSON (102 KB
- READ APPLICATION APPROVAL TO ASSTGMED SP 20/03/2009 1
FERSON 63 KB
- READ APPLICATION APPROVAL TO CLIEMT (34 KB 20/03/2009 1
[T UNREAD APPLICATION REQUEST PDF {41 KB} 2070372009
10:01
[T UNREAD APPLICATION REQUEST PDF (38 KB) 1970372009
15:47
- UNREAD EXTENSION APPROY¥AL TO ASSIGMED SP 1970352009
PERSON {107 KB} 15:26
Il UNREAD APPLICATION APPROYAL TO ASSIGNED SP 197032009
PERSON (97 KB} 13:40
- UNREAD APPLICATION REQUEST PDF (38 KB} 197032009
13:38
Il UNREAD APPLICATION REQUEST PDF (41 KB} 1970372009
13:01
- UNREAD APPLICATION REQUEST PDF (39 KB) 1970372009
11:53

16



Overview: Navigation in the application form

You can save your
application at any stage

. v ;
Create Application Request ([ssv[submit ] [oelete | [rint] [ view as PoF ]

of the completion
process, by clicking the
Save button.

The blue links to the left
indicate the stepsofthe _____
application form, and
which of those steps
have been completed
correctly.

UAT Civil Law General

File ID
Extension 0

08G035528

Status
Submitted by

DRAFT

@ Applicant details
e Verification of Means
e Matter & Court details
e Means test cutcome
O A Civil Law §

@ E. Civil Law Qs

@ Checklist

Q) Disbursements

© Scope of work

0 Applicant declaraticn

@ Eractiticner certification

@ Submit

Q

Applicant details

@ Applicant 1

The tabs indicate the

X
Personal Details || Additional Details | FAP / Dependants | Income || Assets

Title* v

First Name™

Middle Names

Surname®

Gender® v
Date of Birth®

five sections of the

Applicant details part of
the application form.

Click the arrow button

Postal Address

Leawve blank if same as Home Address

Home Address

Ewven if you are in custody

Edit Clear Edit Clear

Are you currently homeless?*

NC |»

-

to move between the tabs
of the Applicant Details

section.

Would vou prefer to be contacted by [yeg | o
email?*
Email Address

O Send all my correspondence to my lawyer only

Home Phone - wark Phone v
Mobile Phone Other Contact v
Phaone

o «——

Clicking the

button will validate the
answers provided so far,
and assess whether all
boxes on the page have
been completed
correctly. If not, an error
messaae will appear.

17
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Overview: Navigation in the application form, continued

Correcting If mandatory information is omitted or if informati is entered Example — error messagegontinued
errors incorrectly, a red error message appears at theftthye page
To correct this error, you need to:
You will need to go back to the relevant page mabpplication  Return to the page where the date of birth and
form and correct the identified errors, and theckdhe Next telephone number boxes are listed (using the
button again. Next or arrow buttons, or clicking on the tabs)
* Re-type the correct information over the existing
(Note that you will only be told what question nee¢d be values in the date of birth and phone number
corrected, but not the exact page — you will neestan through boxes.
the pages in tha&pplicant details section to find the location of « Click theNext button.@

the question that contains the error.) If the data is now correct, no red error

message will display.
Otherwise, you will need to repeat these steps,
until no more error messages display.

Example — error message
The following example shows an error regardingdate of birth,
and the home phone number.

xl

Example:

The following example shows the message that vugpldy

when you submit the application with all the infation correctly
entered.

|[4B4] The Application has been submitted successfully

18



